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EVENT WIZARD INTRODUCTION 
 
The Event Wizard is the event and vehicle request form, housed within 25Live. All event and 
vehicle requests must be made using this form. All setup instructions, media requests, facility 
needs, etc. should be made within the Event Wizard form. 
 
Any requests not made through the Event Wizard will not be honored. 
 
The Catering Request form, Fundraising form, etc. should still be completed in tandem with the 
Event Wizard event request form. The Event Wizard form does not replace those forms, nor any 
other established processes and requirements for special events. 
 
Detailed instructions on how to utilize the Event Wizard are included in this document. Please 
see the Table of Contents to skip to the portions relevant to your specific request. 
 
Additional 25Live guides are available on the Event Services Yammer page.  
 
Should you review the included instructions and have questions, please contact the Event 
Services Office.  

https://www.yammer.com/sagu.edu/#/groups/12745147/files
mailto:eventservices@sagu.edu
mailto:eventservices@sagu.edu
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EVENT WIZARD ς STANDARD REQUEST PROCESS 
The Event Wizard is the event request form in 25Live. All event requests must be made using this form. 
 
 
 
 
 
 
 
Step 1: Click the Create an Event button or  

Select the Event Wizard tab. 
 
 
 
 
 
 
Step 2: Enter the Event Name. 
Step 3: Enter the Event Title. This will appear on  

Published Calendars. 
Step 4: Select an Event Type. See the Event Type list for 

a full list and explanation of types. 
Step 5: Select an Organization. This should be the 

primary department hosting the event. 
Step 6: Click Next. 
 
 
 
 
 
 
 
 
Step 7: Enter the expected total number of attendees 
Step 8: Enter a brief Event Description. This will appear 

on Published Calendars. 
Step 9: Click Next. 
 
 
 
 
 
 
 
 
 
 
  

IMPORTANT NOTE: 
Abbreviated instructions are included on the right-hand side of each page within the Event Wizard. 
Please review those instructions when completing the form as well. 
 
 

NOTE: It is very important to select the 
correct Event Type, as it prompts questions in 
the form.  

Student Groups should select Student Activity. 



 

 

5  

 

 
Step 10: Click No if the event is a one-time occurrence. 

 Click Yes if the event is recurring.  
 
 
 

 
 
 
Step 11: Click Next. 
 
 
 
 
Step 12: Enter the Event Start and Event End date and 

time. This should be the time of the actual 
event itself. 

Step 13: Click Yes if your event requires additional time, 
and indicate Pre-/Post-Event and 
Setup/Teardown times. 

 
 
 
 
 
 
 
 
 
Step 14: Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Pre-Event and Post-Event indicate time 
before or after the event for mingling, 
socializing, etc. 

Setup and Teardown are separate fields 
specifically for event preparation and cleanup. 

IMPORTANT NOTE: For Recurring Events, jump 
to the Recurring Events process now (p.10). 
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Step 15: Search for a Location using the available 

selection options, and click Refresh for results. 

¶ Your Starred Locations: [ƻŎŀǘƛƻƴǎ ȅƻǳ άǎǘŀǊǊŜŘέ 

and saved as favorites 

¶ Search by Location Name: Enter a room or 

building (ex. HCC1050, SC, Sheaffer) 

¶ Saved Searches: Searches you previously saved 

¶ Advanced Search: Search by features, layouts, 

capacity, or category 
 
 
 
 
 
 
 
 
 
 
 
Step 16: Select the desired Location. Multiple locations 

can be selected for the event here, as long as 
the reservation time is the same.  

 
 Selections will appear at the bottom right-side 

of the screen. 
 
 

 
 
 

 
 
 
 
 
 
 
 
Step 17: Click Next. 
 
 
 
 
 
 
 

NOTE: Locations with a Hazard symbol        
indicate they are not available for one or 
more of the requested dates. 

TIP: If you cannot find the location you are 
looking for, the Show only my authorized 
locations and Enforce headcounts checkboxes 
may be limiting your search results.  

If your headcount or location is flexible, try 
unchecking one or both boxes for more 
results. 

TIP: Parking Lots are listed as Locations. If 
reserving a parking lot, please select a Lot 
here. Any comments for Security must be 
added in the Setup Instructions box located on 
the bottom right. 
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Step 18: Search for Resources using the available 

selection options, and click Refresh for results. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 19: Select the desired Resource(s). Multiple 

resources can be selected here.  
 

Selections will appear at the bottom right-side 
of the screen. 
 
 
 

 
 
 
 
Step 20: Include all Instructions for service providers in 

the Setup Instructions box located on the 
bottom right. This is required. 

 
 Include Quantity, if requesting specific items. 
 
Step 21: Click Next. 
 
 
 
 
 
 
 
 
 

IMPORTANT NOTE: Media Services and Setup 
needs must be selected as Resources. 

Service providers are not notified unless 
Resources are selected. 

TIP: If you are unsure what Resources you 
need, use the Advanced Search. Select a 
category to view what resources are available. 
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Step 22: Attach any applicable files for the event. This 

can include: 

¶ Room Layout 

¶ Event Schedule 

¶ Etc.  
Step 23: Click Next. 
 
 
 
 
 
 
 
 
Step 24: Fill out all event questions. These do not notify 

service providers. Requests for resources and 
instructions must be selected on the Resource 
page. 

Step 25: Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 26: Fill out all Contacts. 

¶ Scheduler: The person entering the event 

information into 25Live (i.e. yourself) 

¶ Requestor: The organizer of the event, or 

representative 

¶ Staff Sponsor: If a Student Activity, you must 

provide the Staff Sponsor name. 
Step 27: Click Next. 
 
 
 
 
 
 
 

  

IMPORTANT NOTE: A Catering Request Form 
must be submitted if Food/Beverage is 
needed. Catering is not notified unless the 
form is submitted. 

The form link and Catering Director contact 
information are on the right-side of the page. 

http://sagu.campusdish.com/Catering/OrderNow.aspx
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Step 28: Provide any additional information about the 

event. These are internal comments and will 
not be published to the website. 

Step 29: Click Next. 
 
 
 
 
 
 
 

 
Step 30: Review your selections on the left-side of the 

screen. 
 
 Edits can be made prior to submitting by 

clicking on any of the specific event details you 
would like to edit. 

 
 
 
 
 
 
 
 
 
 
Step 31: Read the Affirmation and click I Agree. 
Step 32: Click Save. 
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Step 33: You will see the Event Request Confirmation 

screen, indicating your request was 
successfully submitted. If you do not see this 
screen, it has not been submitted.  

 
For details on how to know if/when your request is 
approved, see Event Confirmation and Approval (p.25). 
 
 
 
 
 
 

  

IMPORTANT NOTE: 

This screen does NOT indicate the request is approved. 
The request is not approved until you receive an email confirmation from Event Services. 
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EVENT WIZARD ς RECURRING EVENT PROCESS 
These instructions are applicable for recurring events, and begin on the Repeating Event page of the Event Wizard. 

 
Step 1:  Click Yes to indicate the event is recurring.  
Step 2: Click Next 
 
 
 
 
 
 
 
 
 
 
Step 3: Enter the Event Start and Event End date and 

time. This should be the time of the actual 
event itself. 

Step 4: Click Yes if your event requires additional time, 
and indicate Pre-/Post-Event and 
Setup/Teardown times. 

 
 
 
 
 
 
 
 
Step 5: Click Next 
 
 
 
 
 
 
 
  

NOTE: Pre-Event and Post-Event indicate time 
before or after the event for mingling, 
socializing, etc. 

Setup and Teardown are separate fields 
specifically for event preparation and cleanup. 
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Step 6: Select how the event repeats and the desired 

dates. 

¶ Ad Hoc: Select any dates from the calendar; 

they do not need to follow a typical pattern. 

¶ Daily Repeats: Select if the event repeats every, 

every other, every 3rd, etc. day from the 

dropdown menu. 

¶ Weekly Repeats: Select if the event repeats 

every, every other, every 3rd, etc. week from 

the dropdown menu.  

¶ Monthly Repeats: Select if the event repeats 

every, every other, every 3rd, etc. night from 

the drop down menu. 
Step 7: Regardless of how the event repeats, provide 

the date the event Repeats Through, or 
indicate how many Iterations will occur. 

 
 
 
 

 
 
 

Selections appear in the Occurrence List at the 
bottom of the page. 

 
 
 
 
 
 
Step 8: Click Next 
 
  

TIP: Pay close attention to dates. Deselect 
dates the event will not occur, due to 
holidays, breaks, etc. 
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Step 9: Search for a Location using the available 

selection options, and click Refresh for results. 

¶ Your Starred Locations: [ƻŎŀǘƛƻƴǎ ȅƻǳ άǎǘŀǊǊŜŘέ 

and saved as favorites 

¶ Search by Location Name: Enter a room or 

building (ex. HCC1050, SC, Sheaffer) 

¶ Saved Searches: Searches you previously saved 

¶ Advanced Search: Search by features, layouts, 

capacity, or category 
 
 
 
 
 
 
 
 
 
 
 
Step 10: Select the desired Location. Multiple locations 

can be selected for the event here, as long as 
the reservation time is the same.  

 
 Selections will appear at the bottom right-side 

of the screen. 
 
 

 
 
 

 
 
 
 
 
 
 
  

TIP: If you cannot find the location you are 
looking for, the Show only my authorized 
locations and Enforce headcounts checkboxes 
may be limiting your search results.  

If your headcount or location is flexible, try 
unchecking one or both boxes for more 
results. 

TIP: Parking Lots are listed as Locations. If 
reserving a parking lot, please select it here. 
Any comments for Security must be added in 
the Setup Instructions box located on the 
bottom right, accessible through the View and 
Modify Occurrences link. 
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Step 11: Locations with a Hazard symbol        indicate 

they are not available for one or more of the 
requested dates. Either: 

 
 
 
 
 
 
 
 
 
 

a) Click x and select another, available 

location. 
 
 
 
 

b) Click View and Modify Occurrences.  

Deselect the conflicting date. This requests 

the room for all dates, except for the 

conflict.  

 

Click Save Changes. 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
Step 12: Once all needed locations are selected,  

Click Next. 
 
  

IMPORTANT NOTE: You must select a location for the conflicting date.  

This can be done in the same request. Repeat the steps of selecting a location. Once the alternate 
location is selected, it should appear on the bottom right of the screen along with the original 
location. Click View and Modify Occurrences for the alternate location.  

Deselect the alternate location for all dates except the one utilizing that location. 
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Step 13: Search for Resources using the available 

selection options, and click Refresh for results. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 14: Select the desired Resource(s). Multiple 

resources can be selected here.  
 

Selections will appear at the bottom right-side 
of the screen. 
 
 
 
 

 
 
 
 
  

IMPORTANT NOTE: Media Services and Setup 
needs must be selected as Resources. 

Service providers are not notified unless 
Resources are selected. 

TIP: If you are unsure what Resources you 
need, use the Advanced Search. Select a 
category to view what resources are available. 
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Step 15: Include all Setup Instructions for service 

providers, by clicking on View and Modify 
Occurrences. This is required. 

Step 16: Click on the pencil icon to include Setup 
Instructions. Include Quantity, if requesting 
specific items (i.e. Tables, Chairs). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 17: Click Save Changes  
Step 18: Repeat for all selected Resources 
Step 19: Click Next 
 
 
 
 
Step 20: Attach any applicable files for the event. This 

can include: 

¶ Room Layout 

¶ Event Schedule 

¶ Etc.  
Step 21: Click Next. 
 
 
 
 
 
 
  

TIP: If a resource is not needed on one of 
the requested dates, deselect the item(s). 

 

TIP: If it is the same quantity/instructions 
for each occurrence, select the blue 
down-arrow. This copy/pastes your notes 
for each occurrence. 
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Step 22: Fill out all event questions. These do not notify 

service providers. Requests for resources must 
be selected on the Resource page. 

Step 23: Click Next. 
 
 
 
 
 
 
 
 
 
 

 
Step 24: Fill out all Contacts. 

¶ Scheduler: The person entering the event 

information into 25Live (i.e. yourself) 

¶ Requestor: The organizer of the event, or 

representative 

¶ Staff Sponsor: If a Student Activity, you must 

provide the Staff Sponsor name. 
Step 25: Click Next. 
 
 
 
 
 
 
 
 
 
Step 26: Provide any additional information about the 

event. These are internal comments and will 
not be published to the website. 

Step 27: Click Next. 
 
 
 
 
 
 
  

IMPORTANT NOTE: A Catering Request Form 
must be submitted if Food/Beverage is 
needed. Catering is not notified unless the 
form is submitted. 

The form link and Catering Director contact 
information are located on the right-side of 
the page. 

http://sagu.campusdish.com/Catering/OrderNow.aspx
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Step 28: Review your selections on the left-side of the 

screen. 
 
 Edits can be made prior to approving by 

clicking on any of the specific event details you 
would like to edit. 

 
 
 
 
 
 
 
 
 
 
Step 29: Read the Affirmation and click I Agree. 
Step 30: Click Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 31: You should see the Event Request 

Confirmation screen, indicating your request 
was successfully submitted. If you do not see 
this screen, it has not been submitted.  

 
For details on how to know if/when your request is 
approved, see Event Confirmation and Approval (p.25). 
 
 
 
 
 
 

  

IMPORTANT NOTE: 

This screen does NOT indicate the request is approved. 
The request is not approved until you receive an email confirmation from Event Services. 
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EVENT WIZARD ς VEHICLE REQUEST PROCESS 
These instructions are applicable for Vehicle requests. It is important to follow these instructions, to ensure all required 
information is provided within the form. 

 
 
Step 1: Click the Create an Event button or  

Select the Event Wizard tab. 
 
 
 
 
 
 
Step 2: Enter the Event Name. 
Step 3: Select Transportation as the Event Type. 
Step 4: Select an Organization. This should be the 

primary department hosting the event. 
Step 5: Click Next. 
 
 
 
 
 
 
 
 
 
Step 6: Enter the expected total passengers for the 

vehicle. 
Step 7: Click Next. 
 
 
 
 
 
 
 
 
 
 
  

NOTE: It is very important to select the 
correct Event Type, as it prompts questions in 
the form.  
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Step 8: Click No to indicate the event is not recurring. 
Step 9: Click Next. 
 
 
 
 
 
 
 
 
 
 
Step 10: Enter the Event Start and Event End date and 

time. This should be the Departure and Return 
date/time. 

 
 
 
 
Step 11: If this is an overnight reservation, deselect the 

The event begins and ends on the same day 
checkbox. 

Step 12: Click the Event End calendar icon to select the 
date the vehicle will be returned. 

Step 13: Enter the time the vehicle will be returned. 
 
Step 14: Click No for Additional Time.  

It should not be needed for this type of 
request. 

Step 15: Click Next. 
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Step 16: Vehicles/Trailers are listed as Locations.  

Search by using the available selection 
options, and click Refresh for results. 

¶ Your Starred Locations: [ƻŎŀǘƛƻƴǎ ȅƻǳ άǎǘŀǊǊŜŘέ 

and saved as favorites 

¶ Search by Location Name: Enter a room or 

building (ex. HCC1050, SC, Sheaffer) 

¶ Saved Searches: Searches you previously saved 

¶ Advanced Search: Search by features, layouts, 

capacity, or category. 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

TIP: If you cannot find the vehicle you are 
looking for, the Show only my authorized 
locations and Enforce headcounts checkboxes 
may be limiting your search results.  

If your headcount or vehicle is flexible, try 
unchecking one or both boxes for more 
results. 

TIP: If unsure what you need, use the 
Advanced Search. Select the Vehicle category 
to view what is available. Set capacity to Any 
to view all. 
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Step 17: Select the desired Vehicle/Bus/Trailer. Multiple 

can be selected, as long as the reservation 
time is the same.  

 
 Selections will appear at the bottom right-side 

of the screen, with any restrictions listed. 
 
 

 
 
 

 
 
 
 
 
 
 
 
Step 18: Click Next. 
 
Step 19: Leave the Resource section blank, and Click 

Next.  
No resources should be requested for Vehicle 
Requisitions. 

 
 
 
 
 
 
 
 
 
 
 
Step 20: Leave the Attached Files section blank, and 

Click Next. 
No attached files are needed for Vehicle 
Requisitions. 

 
 
 
 
 
 
 

NOTE: Hazard symbols        indicate the 
vehicle is not available for one or more of the 
requested dates. 

TIP: Multiple Bus/Van/Trailer(s) can be 
selected here, if needed. This will reserve the 
requested vehicles for the same period of 
time. 
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Step 21: Fill out all event questions. 

¶ Is the Driver SAGU Insured & Approved? 

¶ Trip Purpose & Destination: Include the trip 

purpose, place, city and state 
Step 22: Click Next. 
 
 
 
 
 
 
 

 
Step 23: Fill out all Contacts. 

¶ Scheduler: The person entering the event 

information into 25Live (i.e. yourself) 

¶ Requestor: The organizer of the event, or 

representative 

¶ Approved Driver: You must provide a SAGU 

insured and approved driver name. 

¶ Staff Sponsor: If a Student Group, you must 

provide the Staff Sponsor name. 
Step 24: Click Next. 
 
 
 
 
 
 
 
 
 
Step 25: Provide any additional information about the 

event. These are internal comments and will 
not be published to the website. 

Step 26: Click Next. 
 
 
 
 
 
 
  

IMPORTANT NOTE: If you have questions 
about who is considered an Approved Driver, 
please reach out to the Business Services 
department (businesservices@sagu.edu). 

mailto:businesservices@sagu.edu
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Step 27: Review your selections on the left-side of the 

screen. 
 
 Edits can be made prior to approving by 

clicking on any of the specific event details you 
would like to edit. 

 
 
 
 
 
 
 
 
 
Step 28: Read the Affirmation and click I Agree. 
Step 29: Click Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 30: You should see the Event Request 

Confirmation screen, indicating your request 
was successfully submitted. If you do not see 
this screen, it has not been submitted.  

 
For details on how to know if/when your request is 
approved, see Event Confirmation and Approval (p.25). 
 
 
 
 
 
 
  

IMPORTANT NOTE: 

This screen does NOT indicate the request is approved. 
The request is not approved until you receive an email confirmation from Event Services. 








